


ATZK-AR (600) 

MEMORANDUM FOR The Armor Force 

SUBJECT: Armor Enlisted Professional Development Guide 

1. A career as an Armor Force soldier/NC0 is both challenging and competitive. 
Armor soldiers/NCOs must constantly strive to first become MOS certified by skill 
level (by successfully completing a key leadership assignment of at least 18 
months). They must also strive to continue their professional development as this 
will allow them to stand out among their fellow Armor Force soldiers/NCOs. 

2. This text provides guidance to individual soldiers, commanders, and personnel 
managers on how to develop and utilize Armor and Cavalry soldiers. Its focus is on 
increasing the effectiveness and professionalism of the NCO. The text does not 
replace Army regulations or change the Enlisted Personnel Management System 
(EPMS). Rather, it complements both by addressing the personnel management 
philosophy of Armor. The text brings together information relevant to professional 
development and assignment of tankers and cavalry scouts. 

3. The Office of the Chief of Armor (OCOA) prepared this text. The OCOA will 
update this document periodically to keep commanders, personnel managers, and 
soldiers abreast of new changes. We welcome reader comments. 

4. This text reflects the current Armor Center thought and conforms to current 
doctrine as closely as possible. It is not available through the U.S. Army Publications 
Center. It is a publication of the U.S. Army Armor Center, Fort Knox, Kentucky 40121. 
The proponent is TRADOC. 

---+-I* 
DAVID L. LADY 
CSM, USA 
USAARMC & Fort Knox Chief of Armor 
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ENLISTED PROFESSIONAL DEVELOPMENT GUIDE 

PREFACE 

This professional development guide provides career planning and professional 
development guidance for Armor and Cavalry enlisted soldiers and 
noncommissioned officers (NCOs). It is a road map to plan personal and 
professional goals. Senior NCOs should use this guide as an additional source 
when mentoring junior and mid-level NCOs. Commanders at all levels should use 
this guide to assist their NCOs in meeting key career development objectives. The 
use of “company” and “battalion” in this text represents both company/troop and 
battalion/squadron. 

We encourage readers to submit recommended changes to improve this 
publication. Key your comments to the specific page, paragraph, and line of text in 
which the change is recommended. Provide rationale for each comment to ensure 
understanding and complete evaluation. Use DA Form 2028 (Recommen.ded 
Changes to Blank Forms and Publications). Any comments, corrections, or changes 
should be sent to the Office of the Chief of Armor, ATTN: ATZK-AR, Fort Knox, 
Kentucky 40121-5000. 

The whole text or any portion of this text can be reproduced and distributed. We 
strongly encourage commanders and NCOs to use the text as a basis for 
Noncommissioned Officer Development Program (NCODP) classes and career 
counseling sessions. 

The proponent for this professional development guide is the Office of the Chief 
of Armor, ATZK-AR, Fort Knox, Kentucky, 40121-5000, DSN 464-1439/1368, 
commercial (502) 624-5155/1368 or Fax number 624-7585. Copies of this text are 
available from the Office of the Chief of Armor and from the OCOA home page at 
http://1 47.238.100.1 Ol/center/ocoa/. 

This publication supersedes the Armor Enlisted Professional Development Guide 
dated May 1996. 
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CHAPTER 1 
INTRODUCTION 

1. General 

a. The key to Armor NC0 professional development is to seek key leadership 
positions in order to become MOS certified as early as possible. In key leadership 
positions, you are performing duties in your Primary Military Occupational Specialty 
(PMOS) at the authorized or next higher grade, in both TOE and TDA units. Troop 
time is the premier professional development assignment. You must seek these 
assignments and you must excel. However, at. times the needs of the Army will 
require NCOs to serve in assignments away from soldiers. The key during these 
specialty assignments is to do the best you can and maintain your war-fighting skills 
through professional reading and correspondence courses. In addition, Armor 
soldiers should take advantage of available opportunities to expand their military 
and civilian education. 

b. NC0 professional development has three levels of responsibility: the soldier, 
the commander, and the Armor Branch career advisor. The person at each level 
has different responsibilities in the professional development of the soldier. 

(1) The soldiers are responsible for managing their own career. Their 
performance must be continually excellent in execution, training and education. 
They must seek to become MOS certified. Figure 4 explains the Armor professional 
development model, showing both MOS certifying assignment opportunities and 
specialty assignments. 

(2) Commanders support the professional development goals of their NCOs by 
providing timely, honest counseling, opportunities to serve in troop leadership 
positions, and by supporting an NCO’s pursuit of military and civilian education. 
Figure 1 lists the Commander’s Rules for Armor NC0 professional development. 
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CHAPTER 3 

PERSONNEL ACTIONS 

1. Noncommissioned Officer Evaluation Reporting System. 

a. The Noncommissioned Officer Evaluation Report (NCOER) provides formal 
recognition for performance of duty, a measurement of professional values and 
personal traits, and an assessment of potential for positions of greater responsibility. 

b. NCOERs provide the rating chain’s view of soldiers’ performance and potential 
for use in centralized selections, assignment and other Enlisted Personnel 
Management System decisions. 

c. NCOERs must be accurate and complete. Each report must be a thoughtful, 
fair appraisal of an NCO’s ability and potential. Reports that are incomplete or fail to 
provide a realistic and objective evaluation make personnel management decisions 
difficult. 

d. There are four primary types of NCOERs: 

(1) Annual Reports 

(2) Change-of-Rater Reports 

(3) Complete-the-Record Reports 

(4) Relief-for-Cause Reports 

(See DA Circular 623-88-l) Chapter 2, Section II for more information) 

e. The NCOER system uses two forms: 

(1) DA Form 2166-7-1, The NC0 Counseling Checklist/Record. The Rater 
uses the 2166-7-1 along with a working copy of the NCOER as a tool to counsel 
subordinates. The use of the 2166-7-l is mandatory for counseling CPL through 
SFC, and optional for counseling 1 SG/MSG through CSM/SGM. The counseling 
checklist provides the Rater with examples, definitions, and step-by-step assistance. 
This information allows the Rater to effectively counsel subordinates about their duty 
descriptions, performance standards, and actual performance. The Rater uses the 
checklist within the first 30 days of the rating period and at quarterly intervals 
thereafter for performance counseling. 
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(3) The Rated NCO. The rated NC0 is responsible for taking an active role in 
the counseling and evaluation process. You must ensure: 

(a) That you are counseled within the first 30 days on assignment. 

(b) That you are counseled on a quarterly basis. 

(c) That your accomplishments are documented. 

(d) That the Rater and Senior Rater understand your personal career 
development goals. 

(e) That you understand the Rater’s counseling (what are the standards, what 
are your weaknesses, what are your strengths, what are you doing well, what are 
your professional objectives, and what are your personal objectives). 

g. Without an open line of communication between the Rater and the . . . . 
rated NCO, the NCOER process cannot achieve its full value. 

h. There are three evaluation boxes on the NCOER: EXCELLENT, SUCCESS, 
and NEEDS IMPROVEMENT. 

(1) EXCELLENCE. The NCOs exceed standards as demonstrated by 
specific examples and measurable results; their accomplishments are achieved by 
very few - they are special or unusual - they are clearly better than most. For 
example: 

(a) His diversified PT program enabled him to raise his Platoon’s overall APFT 
by 23 points to an average APFT score of 281. 

(b) His section scored Distinguished on Bradley Table VIII with an average 
score of 985. 

(2) SUCCESS. The NC0 meets all standards - a SUCCESS rating indicates 
a good soldier who meets all requirements. This NC0 is fully competitive for 
promotion and schooling. The Rater’s and Senior Rater’s goal should be to bring 
the rated NC0 to this level through the counseling program . For example: 

(a) Commended by his Troop Commander for the role his Scout Platoon 
played in locating and destroying the opposing forces at the National Training 
Center. 

(b) Improved his sections Army Physical Fitness Test score by 21 points. 
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b. Your personnel records should be kept in order on a continuous basis. Upon 
notification of an upcoming DA Selection Board, you should begin intense 
preparation if you are going to be considered for promotion or school selection. 
Three parts of your file (photograph, microfiche, and personnel qualifications record 
(PQR)) contain over 95 percent of the information the board will use to consider you 
for promotion or military schooling. You must not ignore the importance of reviewing 
and updating files. 

c. Photograph. 

(1) Your official military photograph is a critical component of your file. It 
establishes the important first impression with board members. The board 
will examine a hard-copy photo, not a photo on microfiche. 

(2) You should have a photo taken during your birth month every 5 years, 
however, there is no restriction on having one made sooner. Photos are required to 
be in color. We strongly recommend that you have a new photo taken at these 
times: 

(a) At least 1 year prior to a selection board convening. 

(b) When you have lost or gained weight (i.e. weight lifters). 

(c) When you have received an award or decoration. 

(d) When you have purchased a new or better fitting uniform. 

(e) When you have been promoted. 

(3) When you go to have your photo taken, take along a fellow soldier (NCO) 
to inspect your uniform before and during the photograph session. Do not wear your 
uniform when traveling to the photo facility; change when you arrive. If you have a 
mustache, consider shaving it off for your photo. If you do not want to shave it off, 
ensure it is well trimmed and that no doubt exists it is within regulation standards. 

(4) After you receive your hard-copy photo, have your senior leadership (1 SG, 
CSM.) examine it. If it is not perfect, have another photo taken. 

(5) A sloppy appearance, unauthorized awards and decorations, or being 
overweight will adversely affect your selection opportunity. A missing or outdated 
photograph may lead board members to believe that you are apathetic or that you 
are trying to hide something (i.e., being overweight). Here are some photograph 
responsibilities: 
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‘, 

‘i 3 Missing awards and decorations. 

3 Missing PQR. 

5 Missing NCOERs (compare with item 7, Section IV, DA Form 2A). 

6 Incorrect or inconsistent data on civilian/military education on DA 
Form 2A (items 13 and 14, Section II), and Form 2-l (item 17, 
Section II), cross checked against certificates and diplomas. 

1 Height and weight differences between item 22, Section IV, DA 
Form 2-1, photo, NCOERs. 

8 Inconsistent physical profile (compare item 4, Section I, DA Form 
2-1, with item 9, Section II, DA Form 2A). 

9 Incorrect/missing PMOSKMOS (items 4, 18 and 19, Section II, *... 
DA Form 2A). 

10 Improper duty MOS (compare item 35, Section VII, DA Form 2- 
I, “Duty MOS” with item 19, Section II, DA Form 2A. 

11 Incorrect authorized position dates (compare items 2 and 3, 
Section V, DA Form 2A, with item 35, Section VII, DA Form 2-i). 

12 Wearing unauthorized awards and decorations. 

13 Illegible copies of DA Form 2A and 2-1. 

(f) Correspondence to the Board President. Memorandums to the president 
of the selection board are seen by voting members of the board. You may write to 
board president to call attention to any matter that you feel is important to your 
consideration. The memorandum should be very brief, well-written and carefully 
proofread. 

Address all memorandums: 

President, (SFC, MSG, SGM) Selection Board 
c/o Commander 
U.S. Army Enlisted Records and Evaluation Center 
ATTN: PCRE-BA 
8899 E. 56’h Street 
Indianapolis, IN 462495301 
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APPENDIX B 

Total Army Personnel Command - Enlisted Personnel Management Directorate 
Communication Initiatives 

1. To enable Armor soldiers better information access and more control over their 
career, PERSCOM has provided these communication mediums. 

a. Interactive Voice Response Telephone System (IVRS). The IVRS is an 
interactive telephone system that can access personnel and training information and 
provide information to the caller as a voice response. Enlisted Personnel 
Management Directorate (EPMD) will use the system to provide 24 hours a day 
automated assignment and Army schools information to soldiers calling from the 
field. The system will tell soldiers if they are on assignment and provide a location 
and report month. The system will also tell soldiers if they are scheduled for an 
Army school and will provide class start and end dates. Soldiers may also choose 
from other options that will direct them to subject matter experts in the following 
important career management areas: retention, recruiter, drill sergeant, special 
forces and ranger. Additionally, soldiers may select an option connecting them with 
their career branch. 

b. Fax machines. New fax machines have been installed in all branches within 
EPMD career divisions. NCOs and personnel offices will save time by faxing 
communications directly to the appropriate branch for processing. Armor Branch will 
accept properly endorsed requests from soldiers in Korea, deployed OCONUS, or 
when solicited by the Branch. Armor Branch fax number is: DSN 221-4683, 
commercial (703) 325-4683. 

c. Electronic Mail (E-Mail). The EPMD encourages NCOs and personnel offices 
to use e-mail communications as a means to rapidly exchange information. 
Inquiries concerning a personnel action, a future school or assignment are examples 
of typical information exchanges. To encourage e-mail use, e-mail user 
identification (user ids) have been changed to be more user-friendly. The user ids 
now contain a reference to the branch title so users can easily identify their career 
branch ID. EPMD user ids can be reached from a military installation DDN terminal 
or from a personal computer in the NCOs home if linked to the Internet. EPAR is 
the new armor user id. The e-mail address for Armor Branch is: 
tapcepkr@ hoffman.army.mil. 

d. Information Card. EPMD will distribute wallet sized information cards to all 
NCOs that will provide a quick reference to the various methods of contacting their 
Career Managers at PERSCOM. The card will contain e-mail addresses, fax 
numbers, the IVRS telephone number and the EPMD mailing address. The 
information card will be distributed to all enlisted personnel through installation 
off ices. 
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